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1.0 INTRODUCTION

DCS KidTraks offers online access to Request for Proposals (RFPs) including the ability to submit proposals
online.

Current vendors may access a listing of DCS contracts currently open for bid via their Vendor Portal page at the
bottom of the screen. There is a link under Support Links titled, Contracting Opportunities.

QA Environment | Change Vendor | Log Out
KidTraks
R MaCGiTK fuily 4l Vendor Profile 48 Account Profile | Messages  search »

Account Home Invoices Payments Contracts = Referrals ~ Cases= CPICPS Portal »

Contracted Senvices

Licenses and Programs

Account Home - EASTERN T — IATES

To view any referrals that have been extended, | ks lick here

Annoencements Welcome to the KidTraks System
The Department of Child Services (DCS) has implementad a new electronic contracting system: This system requires all
coniracts o be signed electronically. DCS would like for all of our providers to make sure the persan that will sign their
contracts has reviewed the instructions on how to eSign Contracts located at hitp:iwww.in.gow/dcs/2332 htm

0 announcements.

Quick Links

Download Biling Codes to Excel
Contact Us
DCS Home Page

Recent Activity | Billing Codes |

Mo Recent Activity

Provider Rate Listing

Standard Maintenance

Standard Maintenance windov: - The
DCS - KidTraks application uses &
standard maintenance window of
Sunday morning from 5:00a unti
10:00a. The application may not be
avallable during this time. There is no
guarantes that any work you do during
this time will be saved. We do not
make any announcement about
maintenance scheduled during this
time



Prospective vendors may access a listing of DCS contracts currently open for bid via the Request for Proposal
(RFP) Inquiry Page which is linked as Contracting Opportunities on the KidTraks Login Page or directly via
the following link: https://financials.dcs.in.gov/Public/RFP/RequestAvailable.aspx

Sign in | ion and Helpful Links | Frovider Serice Guide Euntst! Us

Kid Traks

ARl tlhe MG Funily

Contracting Opportunities:

Thank You for Helping Protect our Children, Families, and Future!!!

12

Request CodeTitle Senvice Start DateSenice End DateProposal Due DateStatus

10000183 test 010172018 1213172018 12i31/2018 Open For Bidding
10000000 Sample Only 07101201 06/30/2019 o7/07/2018 Open For Bidding
10000263 Hudson #13 010172018 06/30/2018 06/30/2018 Open For Bidding
10000257 Hudson #11 010152018 06/30/2018 06/30/2018 Open For Bidding
10000256 Hudson #10 01/01/2018 06/30/2018 06/30/2018 Open For Bidding
10000253 Hudson #8 04/01/2018 06/30/2018 06/30/2018 Open For Bidding
10000254 Hudson #9 04/01/2018 06/30i2018 06/30/2018 Open For Bidding
10000223 Test March 14 2018 03/01/2018 0410772019 06/14/2018 Open For Bidding
10000244 April 23 rd asra proposal 04/05/2018 05/05/2018 06/09/2018 Open For Bidding
10000252 test 05/26/2018 07072018 06/01/2018 Open For Bidding
10000209 Another Test 07/01i2018 07/01i2020 05i31/2018 Open For Bidding
10000248 RFP Test Create2 04/24i2018 05M16i2018 05i30/2018 Open For Bidding
10000241 test April 20 aaa 04/05i2018 05/05i2018 05i25/2018 Open For Bidding
10000246 test 3444444 04/06i2018 05/05i2018 05i25/2018 Open For Bidding
10000242 Test RFP Swapna 04/22i2018 05/31i2018 0511972018 Open For Bidding
10000247 RFP Test Create 04/23i2018 05/31i2018 0511612018 Open For Bidding
10000264 BA Test 05/15i2018 06/15i2018 05i10/2018 Open For Bidding
10000268 Hudson #11 07/01/2018 121312018 05/09/2018 Open For Bidding
10000270 Hudson #15 07/01/2018 121312018 05/09/2018 Open For Bidding
10000216 Test2 06/01/2018 06/01/2019 05/01/2018 Open For Bidding -
10000221 Gram Test2 05/01/2018 051012019 04/30/2018 Open For Bidding
10000240 Shelley's Test 04/30/2018 051312018 04/27/2018 Open For Bidding




2.0 VIEW LISTING OF CONTRACT OPPORTUNITIES

To view the individual details for each RFP and to begin the online proposal submission process, click on the RFP ID
which corresponds with the Title of interest. Also included in the RFP Table are contract Start Date, End Date, and
Proposal Due Date columns. Note that each RFP has a Status indicating whether the RFP is Open for Bidding or Closed.
Proposals may only be submitted for those RFPs that are designated as Open for Bidding.

KidTraks

it the M GIK family

Contracting Opportunities:

Thank You for Helping Protect our Children, Families, and Future!!!

and Helpful Links | Provider Service Guide |

| Contact Us

1.2

Request CodeTitle Semice Start DateSenvice End DateProposal Due DateStatus

10000183 test 01/01/2018 1213102018 1213112018 Open For Bidding
10000000 Sample Only 0710112011 06/30/2019 0710712018 Open For Bidding
10000263  Hudson#13 01/01/2018 06/30/2018 06/30/12018 Open For Bidding
10000257 Hudson #11 01/01/2018 06/30/2018 06/30/12018 Open For Bidding
10000256 Hudson #10 01/01/2018 06/30/2018 06/30/12018 Open For Bidding
10000253  Hudson#8 04/01/2018 06/30/2018 06/30/12018 Open For Bidding
10000254  Hudson#9 04/01/2018 06/30/2018 06/30/12018 Open For Bidding
10000223 TestMarch 14 2018 03/01/2018 04/07/2019 06/14/2018 Open For Bidding
10000244 April 23 rd asra proposal 04/05/2018 05/05/2018 06/09/2018 Open For Bidding
10000252 test 05/26/2018 07/07/2018 06/0112018 Open For Bidding
10000209 Anather Test 07/01/2018 07/01/2020 05/31/2018 Open For Bidding
10000248 RFP Test Create2 04/24/2018 05M16/2018 05/30/2018 Open For Bidding
10000241 test April 20 aaa 04/05/2018 05/05/2018 05/25/2018 Open For Bidding
10000246 test 3444444 04/06/2018 05/05/2018 05/25/2018 Open For Bidding
10000242  TestRFP Swapna 04/2212018 05131/2018 05/19/2018 Open For Bidding
10000247  RFP TestCreate 04/23/2018 05/31/2018 0516/2018 Open For Bidding
10000264  BATest 05M15/2018 061512018 0511012015 Open For Bidding
10000268 Hudson #11 0710112018 12/31/2018 05/09/2018 Open For Bidding
10000270 HUEEOI'I #15 U7IU1;2018 12.1'31&018 05/09/2015 Open For Biddin:
10000218 Test2 06/01/2018 06/01/2019 05/01/2018 Open For Bidding
10000221 Gram Test2 05/01/2018 05/01/2019 04/30/2018 Open For Bidding
10000240 Shelley's Test 04/30/2018 0543142018 04/27/2018 Open For Bidding




Once the desired RFP has been accessed, the applicant will be transferred to the RFP Information Page.

Here the applicant will be able to view more details about the chosen RFP including a description and the
Service Standards associated with the chosen RFP.

Note: There may be one or more Service Standards listed for a given RFP. Our example below includes 3
Service Standards.

To begin the online proposal submission process, click on the Create Proposal link which will transfer the
applicant to the Create New Proposal Page.

Sign In | Information and Helpful Links | Provider Service Guide | Contracting Opportunities | Contact Us
KidTraks

letiolhe MaGIE fuiily

RFP Information:

RFP ID; 10000216

-' :I Create Proposal

Status: Open For Bidding
Title: Test2 Proposal Due Date: 512018
Start Date:  6/1/2018 End Date: 6/1/2019

Description: testing

Services Requested:

Code [Description

10521 |HOME-BASED FAMILY CENTERED CASEVWORK SERVICES
22 |HOME-BASED FAMILY CENTERED THERAPY SERVICES
25 | HOMEMAKER/IPARENT AID




3.0 ATTAIN AUTHORIZATION TO CREATE A PROPOSAL
3A AUTHORIZATION FOR EXISTING KIDTRAKS VENDORS

From the Create New Proposal Page, applicants are required to identify whether they are an existing online

KidTraks vendor, or if they need to register as a new user. In the below example, we illustrate the selection of an
existing online KidTraks vendor.

Sign In | Information snd Helpful Links | Provider Service Guide | Confracting Opportunities | Contact Us
Kid Traks

Pt il MaGIK funily

Create New Proposal

ReguestiD: 10000216 Status: Open For Bidding
Title: Test2 Proposal Due Date: 5M/2018
Start Date:  6/1/2018 End Date:

6112019
Description: testing

r Create Proposal’

All users must be registered with this site before creating a proposal.
Note:

If you are existing user, enter your user id and password at the login page to create a proposal ..

CiNew User

xisting User
Select || Cancel




When an applicant identifies themselves as an Existing User and clicks on the Select button, they are
transferred to the KidTraks Login Page as demonstrated below. Here the applicant enters their KidTraks User ID
and Password, then clicks on the Login button. The applicant then must return to the RFP Inquiry Page and select
the desired RFP ID corresponding to the desired proposal for submission. Existing users may now advance
to page 12 to continue the online proposal creation process.

' Management Gateway for Indiana’s Kids

Sign In Online Reporting | Case Management | KidTraks Financials | NYTD

Enier password

Sign In

[] remember Me

Reset Password?



3B AUTHORIZATION FOR PROSPECTIVE KIDTRAKS VENDORS

Vendors not registered as online KidTraks users must complete the registration process. This begins by

identifying yourself as a New User from the Create New Proposal Page and then clicking on the Select button
as demonstrated below.

fietafehe MaGIK fun

Sign In | Information and Helpful Links | Provider Service Guide | Contracting Opportunities | Contact Us
Kid Traks
I

Create New Proposal

Request 1D: 10000216

Status Cpen For Bidding
Title: Test2 Proposal Due Date: 5/1/2018
Start Date:  6/1/2018 End Date: 6/1/2019
Description: testing

- Create Proposal:

All users must be registered with this site before creating a proposal.
Note:

If you are existing user, enter your user id and password at the login page to create a proposal

@dew User

OExisting User




3C PROSPECTIVE KIDTRAKS VENDOR REGISTRATION

The applicant is then transferred to the Registration Page. Here the user completes the online form and clicks
on the OK button as illustrated below.

Sign In | Information and Helpful Links | Provider Service Guide | Centracting Opportunities | Contact Us

KidTraks

el MaCIK family

New User Registration

Create a new account

First Name:™ | RFP

Last Name:* | Testing

Email Address:* | riptesting2@gmail.com
Confirm Email Address:® [ ptesting2@gmail.com
Phone: | 555-555-5555

Ext: | 12345

Sign up to receive E-mail from the following distribution lists.
[ Foster Parents All foster parents regardiess of licensing agency

|— Foster Parent VYendors Foster Parents who have been paid in last 6 months

Enier value above:

851902

OK || Cancel |

A successful registration is indicated at the bottom of the Registration Page when the form is completed and
the OK button is selected.

Email Address:* | rfptesting2@gmail.com
Confirm Email Address:™ | rfptesting2@gmail.com
Phone: | 555-555-5555

Ext: | 12345

Sign up to receive E-mail from the following distribution lists.
[] Foster Parents Al foster parents regardiess of licensing agency

["] Foster Parent Vendors Foster Parents who have been paid in last 6 months

Enter value above:

851902

| oK

| | Cancel |

Your registration has been successfully submitted. You will receive an email shortly which contains your temporary password and login instructions. Thank you.




As indicated in the successfully submitted message on the Registration Form above, a confirmation notice is
sent to the email address provided. Contained in the email is a link to Change your Password. By clicking on the
link you will be taken to a page to create a new password.

Note: Please check your spam folder for confirmation emails. Confirmation emails are sent out
immediately upon registration submission.

? DoNotReply@dcs.in.gov 8:27 AM (6 minutes ago) -~ -

tome =

Dear RFP Testing,
Welcome to the Indiana Department of Child Services' - KidTraks Financial System.

The Indiana Department of Child Services (DCS) created this site to offer our users and providers a way to quickly view the receipt, proposal and a host of other
helpful Information. We have activated your account services with the following credentials

User ID: rptesting?@amail.com

Please click on this link to reset your password:

Change Password

(Please note: you will be required to change this password when you first login)

Ta log in to the KidTraks Financial System, please use the following link. .
https://magik dcs.in.gov

Thank you.

Once you enter in your new password, click on Change My Password.

Change Password

Please submit the following information:

Email Address:
RFP Testing

* New Password:

* Re-enter New Password:

Change My Password Back to Login

10



Once your password has been successfully changed click on Back to Login. You will then be directed to the
KidTraks login page to log in.

' MaGIK | Gateway

Change Password

Please submit the following information:

Email Address:
RFP Testing

* New Password:

* Re-enter New Password:

Change My Password Back to Login

Password changed successiully;

From the KidTraks Login Page, enter your User ID (your email address) and paste your Password.
Click on the Login button.

’ Management Gateway for Indiana’s Kids

Sign In Online Reporting | Case Management | KidTraks Financials | NYTD

Enter password

Sign In

] Remember Me

Reset Password?

11



Once you are successfully logged into KidTraks, you will be directed to the screen below. Click on KidTraks.

Applications

Our children can’t wait! '

Call the Indiana Child Abuse' 3

Hotline Today... &

g
If you suspect abuse or neglect 4

1-800-800-5556

Manage Sacunty

Partners
& comMooo BE \mo o6 o -
SECURE u nezendesk ™ SurveyMonkey

© == T\Adobe govoeLvery” {A¢ Guest

Next, click on Contracting Opportunities.

Log Out | Welcome RFP Testing

Kid T raks

R MK funil

7 India of
[IN.ZOV Chid Sorvices T
News ‘Welcome to the KidTraks System

There are no records to display...

DCS Home Page

Standard Maintenance

Standard Maintenance window - The
DCS - KidTraks application uses a
standard maintenance window of Sunday
morning from 5:00a until 10:00a. The
application may not be available during
this time. There is no guarantee that any
work vou do during this time will be
saved. We do not make any
announcement about maintenance
scheduled doring this time.

12



4.0 ONLINE PROPOSAL FORMS AND ATTACHMENTS

From the RFP Inquiry Page, select the RFP ID corresponding with the RFP desired for proposal submission.

Kid T raks

purt of the

TaCGIK family

Contracting Opportunities:

Thank You for Helping Protect our Children, Families. and Future

Sign In | Information and Helpful Links | Provider Sesvice Guide | Contracting Cpportunities | Contact Us

1.2

Request CodeTitle Sermvice Star DateService End DateProposal Due DateStatus

10000183 test 01/01/2018 12/3142018 12312018 Open For Bidding
10000000 Sample Only 07012011 06/230h2019 07072018 Open For Bidding
10000263 Hudson #13 01/01/2018 0B5/30M2018 06/30/2018 Open For Bidding
10000257 Hudson #11 01/01/2018 05/3H2018 06I20/2018 Open For Bidding
10000256 Hudson #10 oHo/2018 06/30:/201138 0B/30/2018 Open For Bidding
10000253 Hudson #2 04/01/2018 06/20H2015 06/20/2018 Open For Bidding
10000254 Hudson #9 04/01/2018 06/20H2013 06/20/2018 Open For Bidding
10000223 TestMarch 14 2018 03/01/2018 04/07/2019 06M14/2018 Open For Bidding
10000244 April 23 rd asra proposal 04/05/2018 O5/05/2018 o6eMar2018 COpen For Bidding
10000252 test 05/26/2018 O7/07/2018 06012018 Open For Bidding
10000208 Another Test ovio1/2018 07/0142020 05/31/12018 Open For Bidding
10000248 RFF Test Create2 04/24/2018 05/M16/2018 05/30/2018 Open For Bidding
10000241 test April 20 aaa 04/05/2018 05/05/2018 05i25/2018 Open For Bidding
10000246 test 3444444 04/06/2018 05/05/2018 05i25/2018 Open For Bidding
10000242 Test RFP Swapna D4r22/2018 05/31/2018 05/M19/2018 Open For Bidding
10000247 RFP Test Create 04/23/2018 05/31/2018 05/M16/2018 Open For Bidding
10000264 BATest 051522018 06152018 0sM0/2018 Open For Bidding
10000268 Hudson #11 0vio/2018 12/31i2018 05/09/2018 Open For Bidding
10000270 Hudson #15 07/01/2018 1%018 05/09/2012 Open For Biddin
10000216 Test2 06/01/2018 06/01/2019 05/01/2018 Open For Bidding
10000221 Gram ?estz 05/01/2018 05/01/2019 04/30/2018 Open For Bidding
10000240 Shelley's Test 04/30/2018 05/31/2018 04/27/2018 Open For Bidding

13



4A RFP INFORMATION PAGE

Once you have selected the RFP desired for proposal submission, you will be directed to the RFP Information Page
below, which provides some additional information. There are two links provided: the RFP Inquiry and Create
Proposal links. Also, the Service Standard(s) for the selected RFP are itemized. Please verify that the
selected RFP is the one intended for proposal submission. If not, the RFP Inquiry link will return you to the

previous RFP Inquiry Page. In the provided example of 7est2, we will begin to create the online proposal by
clicking on the Create Proposal link.

Kid | raks

part ol the MaGIK family

A Vendor Profile A3 Account Profile | Messages |search | el

Account Home Invoices Payments Contracts- Refermrals Cases= CPI/CPS Portal~ Help

RFP Information RFP Inguiry lil'ii Create Proposal
RFP 1D 10000216 Status: Open For Bidding

Title: Test2

Description: testing

Start Date: 6/1/2018

End Date: 6/1/2019
Proposal Due Date: 5/1/2018

Existing Proposals:

Proposal ID Request ID Legal Name

DBA Status
10003329 10000216

QOpen

Service Requested:

ICode Description
10521

HOME-BASED FAMILY CENTERED CASEWORK SERVICES

10522 HOME-BASED FAMILY CENTERED THERAPY SERVICES

10525 HOMEMAKER/PARENT AID

14



4B PROPOSAL INFORMATION PAGE

The first page presented to the applicant after clicking upon the Create Proposal link is the Proposal
Information Page. Note how the Proposal Information Page is divided into four sections which are accessed
via the tabs Basic Information, Proposed Services, Errors, and Attachment. Clicking on the individual tabs will
allow you to navigate between the proposal sections.

In addition, from the Proposal Information Page, the user is provided with options to Delete, Submit, or Print
Proposal Application by clicking on the down arrow of the dropdown menu entitled Action. This dropdown
menu with its respective options are available on the Proposal Information Page no matter which tab is selected.

Note: If the applicant selects Delete, the entire proposal will be deleted. Only correctly completed proposals
will qualify for submission. The option to Print Proposal is available at any time in the process — whether the
proposal has been submitted or if it is still open.

Also note there is an Eligible to Submit icon in the Proposal Header which provides the applicant with a gauge
as to whether or not the proposal is ready for submittal. When you click on the red icon, you will be transferred
to the Errors tab where a listing of errors is provided. If the icon registers as green, the proposal is ready for
submission.

Account Home  Invoices Payments Coniracts Refamrals~ Cases— CPIICPS Porial~ Help

Proposal Information Action ]

Delets
Submit
Print Proposal Application

Proposal Header

Proposal 10: 10003333 Eligible to Submit: o

Request Title: Test2 Status: Open

Il Basic Information i_Pr-oposeC-s S_enri-l:es-;_lél:mrﬁ.l :“-\;ﬁé.c_hmen:t-
| |

r RFP Information:

RFP ID: 10000216 Status: Open For Bidding

Title: Test2

Description: Community Based Services, formerly referred to as IV-B Services, are programs which promote the well-being of children and families and
are designed to strengthen and stabilize families (including adoptive, foster and extended families). They are also designed to help families
at risk or in crisis including services to assist families in preventing disruption and the unnecessary removal of children from their home.
They help to maintain the safety of children in their own homes, support families preparing to reunify or adopt, and assist families in
obtaining other services to meet multiple needs. Community Based Services are identified by the following categories: Adoption, Resource
Parent Services, Family Centered Services, Other Services, Addictions Services, and Probation Services. For more information about this
and other current contracting opportunities, please visit http:/iwww.in.gov/dcsi3151.htm

Start Date:  6/1/2018 End Date: 612019
Proposal

5/112018
Due Date:

15



4C BASIC INFORMATION PAGE

The first form presented for completion is the Basic Information form. There are four links provided on the
Basic Information form: Certified Minority Owned Business, Certified Women Owned Business, Buy Indiana
Entity, and Veteran-Owned Business. These links all open t o Indiana Department of Administration (IDOA)
Pages which provide more information on how to qualify for these programs. For more information please
see the IDOA Requirements document (Attachment IDOA 1) and the corresponding IDOA required
attachments (Attachment IDOA 2-4). If already certified in any of these programs, please select the
applicable program category(s).

Complete the Basic Information form by filling out all sections. The Chief Executive Officer, Financial Officer,
Contact Person for Proposal, and Disaster Contact are critical sections to complete as the contact information entered
are transferred into KidTraks. Once the form is completed, click on the Save button at the bottom of the page.
Clicking on the Cancel button will remove your entries from the completed fields. Clicking on the Close button
will log you out of KidTraks and return you to the KidTraks Login Page.

Note: If you navigate away from the Proposal Information Page prior to clicking on the Save button, all
entries will be lost. Never use the browser Back button to return to previously viewed pages!

Lagal Agpilzant/Agency Mame— [ |

Doing Buelness As [ |

FRegistenad wen Sooetany of St (ot Registerss ORegistersd
Fedaral EIN # or 355 [ medeaan
[Irnysizal Asdress same 32 Maling Addrass
Mailing Address: Physical Address
Agress Ling 1 | | AgOrese Lins 10 | |
AporEssling - | | Addrese Lins - | |
N S— N —
|
s [] e []
w ] w ]
| dpd: Zpd:
E N |2
Apphcants Legal SElE oo o e [ zzrtinzd Mincetty Owned Business
[ czrtifiza orman Daned Sueinzes
A Far Bl [C] Sy Irdiana Enfty

(Eole rpriesarsmgl] L Wateran-Owned Busness
COParneship

COiodner

Chief Executive Officer.

=S | Talaphane | |
Emal

=

ma |
| hemme | | Talaphane: | |
|

Emal
Address;

Contact Person for Proposal:

Hame | Taiaphane | |

Emat [ |
Andress

Disaster Contact

hame: | Talzphane: | |

| Fac | |

Fax [ |

Fax [ |

| Save | Cancal | Cloee |

16



After clicking on the Save button, and if the Basic Information form is not completed correctly, error notifications
will be visible via a red asterisk by the section in question, as well as bulleted explanations at the bottom of the
page. See below for an illustration of an incomplete Basic Information form.

Account Home

KidTraks

partofthc MaGIK family

Invoices Payments

Proposal Information

Contracts -

=3 Vendor Profile

Referrals Cases~

Action:

UAT Environment | Welcome David Hudson | Change Vendor | Log ©

82 Account Profile | Messages

CPI/CPS Portal ~ Help

v [Leo ]

Search

Proposal Header

Proposal ID: 10003330
Request Title: RFP Phase 2 #2

Eligible to Submit: @
Status: Open

Basic Information

| Errors |

RFP Information:
RFP ID: 10000251

Title: RFP Phase 2 #2
RFP Phase 2 #2
7/1/2019
6/30/2019

Description:
Start Date:

Proposal Due Date:

Status:

End Date:

Open For Bidding

6/30/2020

Legal Applicant/Agency Name:*

Doing Business As:

©Not Registered (ORegistered

Registered with Secretary of State:*
Federal EIN # or SS#:

DPhysical Address same as Mailing Address

Medicaid ID:

Mailing Address
Address Line 1:*
Address Line 2:
City* »
State:* %

Zip5™* v

Zip4:

Physical Address:

* Address Line 1%

Zip4:

City

Zip5:*

Address Line 2:

State:* *

Applicant's Legal Status: @For Profit

©Not For Profit
©sole Proprietorship
OPartnership

©other

[T certified Minority Owned Business
[T certified Women Owned Business
[T Buy Indiana Entity

[T veteran-Owned Business

Chief Executive Officer

Name:*

Email
Address:*

» Telephone:*

Fax

Financial Officer:
Name:

Email
Address:

Telephone:

Fax:

Contact Person for Proposal:
Name:*

Email
Address:*

b Telephone:*

Fax:

Di Contact:

Name:

Email
Address:

Telephone:

Fax:

Cancel

Save

| Close

q d Legal i g y Name
Required Mailing Address Line 1
Required Mailing City

Required Mailing State

Required Mailing Zipcode

Required Physical Address Line 1
Required Physical Address City
Required Physical Address State
Required Physical Address Zipcode
Legal Status Required

Required CEO Name

Required CEO Telephone

Required CEO Email

Required Contact Person Name
Required Contact Person Telephone
Required Contact Person Email

EEEEEEEEEEEEEEEE

Required Registered with Secretary of State

Copyright ©® 2012 — Department of Child Services

HOME | CHANGE PASSWORD | MESSAGES | VENDOR PROFILE | SIGN OUT

17



4D SELECTING APPLICABLE SERVICES FOR PROPOSAL

The next section of the online proposal submission to be completed is found under the Proposed Services tab.
Click on the corresponding tab located on the Proposal Information Page as indicated below. The Proposed
Services Section lists those Services Standards available for the selected RFP. Note the column indicating the

completion status of each referenced service. To begin filling out the Proposed Services form(s), click on the
corresponding Service Code.

| Welcome RFP Testar? | Change Wendor | Log Out
B
Kid Traks
puntifilic MaGIK fumily

£ Account Profile | Messages  [search |»

Account Home Cases~ CPIfGPS Porial~ Help

Proposal Information Sl ¥

Proposal Header

Propesal ID: 10003334 Eligible to Submit: @
Request Title: Test2 Status: Cpen

| Basic Information | Proposed Services | Erors | Attachment

Proposed Services

[Service Code Service Description Completed
10521 HOME-BASED FAMILY CENTERED CASEWORK SERVICES No
10522 HOME-BASED FAMILY CENTERED THERAPY SERVICES No
10525 HOMEMAKER/FARENT AID No
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4E PROPOSED SERVICES FORM

Begin the form completion by filling in the Contact Person for Service section of the form. Note that on the
Proposed Services form, there are two links provided: Back to Service List and DCS State Region Map (Click
Here). The DCS State Region Map (Click Here) link is addressed in Section 4G County/Contact Table. Clicking

on the Back to Service List link will return you to the table itemizing all of the proposed Service Standards
relevant to the selected RFP.

If you want to include this Service Standard in your proposal submission, you must check /nclude Service in
Proposal, shown below.

Note: If you navigate away from the Proposal Information Page prior to clicking on the Save button, all
entries will be lost. Never use the browser Back button to return to previously viewed pages!

Basic |Information : Proposed Services | Eerrsf Attachment

This box must be

Back To Service List
checked for each

Proposed Service: 10521-HOME-BASED FAMILY CENTERED CASEWORK SERVICES service being proposed

“Include Service in Proposal? [] e

Contact Person for Service:

Mame:® | | Telephone:* |
Email Address:™ | Fax: I:I
I Service - Componenls.
Component Code Component Desc Uit OF Measure Standard Rate My Proposed Rate Rate*
(Required) 331 FACE TQO FACE HCOUR 30.00 30.00
(Required) 9038 COURT APPEARANCE 10.00 10.00
(Required) 1178 CRISIS RESPONSE HOUR 20.00 20.00
(Required) 1201 SUPERVISED VISITATION HOUR 50.00 50.00
(Reguired) 1670 INTERPRETER SERVICES ACTUAL COST 1.00 1.00
(Required) 10507 REPORTS HOUR 40.00 40,00
r Select County(s) and enter a contact for each county where the service will be performed:*
Counties: | DCS State Region Map{Click Here) Add e
|There are no records fo display... |

| Save || Apply || Cancel
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4F COMPONENT CODE TABLE

Found next on the Proposed Services form is the Component Code Table (Billable Units). Here you will find
the listing of all components relevant to the selected Service Standard within the RFP. This table also provides
the applicant with the relevant Component Codes (Billable Units), Component Description, their Units of

Measure, and their respective standardized rates.

Some Service Standards require that all the components be selected. These components will have a standard rate

that cannot be negotiated. These are shown under the Rate column. These components with a fixed standard

rate will have a field that cannot be edited, as shown below under My Proposed Rate column. In the example
below for Home Based Family Centered Casework none of the rates can be edited within this column. By applying
for this service your agency agrees to provide the service at the fixed standard rate.

Service - Componenis

Component Code

|
v Proposed Rate

Component Desc Unit OF Measura Standard Rate I]Rale'
(Required) §331 FACE TO FACE HOUR 30.00 20,00
(Required) fo0s COURT APPEARANCE  |10.00 10.00
{Required) 1173 CRISIS RESPONSE HOUR 2000 20.00
(Required) g1201 SUPERWISED VISITATION HCOUR 50.00 50.00
(Required) 1670 INTERPRETER SERVICES ACTUAL COST 1.00 1.00
(Required) 10507 | REPORTS HOUR 40.00 4000
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4G COUNTY/CONTACT TABLE

Next on the Proposed Services form is the county selection area. To select the regions and/or counties
corresponding to the associated services, click on the dropdown menu and select Add. Note: Clicking on the DCS
State Region Map (Click Here) link will open up a browser window with an illustration of the state of
Indiana identifying which counties are in which regions as depicted below.

Once Add has been selected from the county dropdown list, click on the Go button.

Select County(s) and enter a contact for each county where the service will be performed:*

Counties: DCS Stafe REqion MapICHER Here! Add -
‘There are no recddyds to display. |
xu: Copyglitt ® 2012 — Department of Child Services HOME | CHANGE PASSWORD | MESSAGES | VENDOR PROFILE | SIGN OUT

ELKHART LAGRANGE |  STEUBEN
\ 3/ |
o oL | pexas
: KOSCRISKD [
[ o |
MEWTOH SPER PULASE —H_[ WHITLEY ALLER
— WOABKSH | jiTIvG
6 WELLS | ADAMS
r
BEHTN ol
I GRANT i !
HOWAID 7
WARREN [ ion ¥ S
- TRPECAMOE | cumiow MALSON
TOONTAI s
MONTGONERY e HANELION DELAVONRE | RAJmoLPe

= AW

HARRISON
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Clicking on the Go button opens up the County Selection dialog box. Begin by filling in the Name, Phone and
Email fields. Note: Each county and/or region requires the entry of corresponding contact information.

There are two ways to populate the Counties Selected field. The first option is to click on the Filter By Region
dropdown list which will provide a window listing all of Indiana’s regions as demonstrated below. See previous
page for instructions on accessing a map of Indiana providing a region legend.

For our purposes we’ve elected to bypass the region option and select by county. Illustrated below is the
selection of Carroll County from the Counties Available list. Once the desired county is selected, click on the
Select link to move it into the Counties Selected field. Repeat this process to select all counties desired for
service representation. Counties may be removed from the Counties Selected field by highlighting the
applicable counties and clicking on the Remove link.

Rrsglon 1I'
. Region 2
County Selection Region 3
Region 4
Region 5
< = 7 Region &
Name*  [Venda Wannabee | Region 7
i = Region 8
Phone:” (555) 555-5555 | Region 8
e - ; Region 10
Emiail: |vwannaaee@sem:cepro'.flder.com | Region 11
- . — Region 12
Filter By Region: || Al i Region 13
Counties Avaliable: Counties Seld Regian 14
Region 15
Boone Region 16
Adams A Region 17
Allen Region 18
Bartholomew
Benton
Blackford
B
383 Removes=<
Clay
Clinton
Crawford
Daviess
Dearborn bt
Decatuor |
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Having selected Carroll County for our service representation, it appears in the Counties Selected field and

disappears from the Counties Available listing as illustrated below. Next, click on the Submit button.

County Selection

Name:* |Venca Wannabee

Phone*  [(555) 555-5555

Email:* | vwannabee@serviceprovider.com

Filter By Region: [All

|

Counties Avaliable:

Adams

Allen ~
Bartholomew
Benton
Blackford
Boong

rown

Cass

Clark

Clay
Clinton
Crawford
Diaviess
Dearborn
Decatur
Deklalb

Select==

Removes==

Counties Selected:

Carroll
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4H FINALIZING PROPOSED SERVICES FORM

Once the county(s) and/or region(s) have been selected and the appropriate contact information has been entered and
submitted for service representation, the record(s) appear in the Counties Table of the Proposed Services form.

Complete the form by clicking on the Save or Apply button. Clicking on the Save button will save all entries and return
you to the Services Section listing all services pertinent to the selected RFP. Clicking on the Apply button will save all
entries and maintain your placement on the current page. Clicking on the Cancel button will remove all field entries and
return you to the Services Section listing.

County/Region records may be deleted by clicking on the box corresponding to the county/region you wish to delete. Then
select Delete from the dropdown menu and click on the Go button.

Proposal Information Action | W EI

Proposal Header
Proposal ID; 10003341 Eligible to Submit -
Request Title: Testd Status: Open

| Basic iInformation | Propesed Sarvices | Ervois | ARachment

*Include Service in Proposal? ]

Froposed Senvice: 1052 1-HOME-BASED FAMILY GENTERED CASEWORK SERVICES

Back To Service List

A

Don’t forget to
check this box!

Contact Person for Service:

MName:" |"."E:'1-:Ia Wannabse | Telephone:" |5555555555 |

Email Address:* |nmnatee@sewicepw’r:la.mm | Fax: 54444444

| Senice - Componants

Component Caode IComponent Desc IUnit Of Measure  |Standard Rate My Proposed Rate [Rate®

{Required) 331 FACE TOFACE HOUR 30.00 3000
{Fequired) BOS COURT AFFEARAMCE 10.00 10.00
(Required) 1178 CRISIS RESPONSE HOUR 2000 20.00|
{(Required) 1201 SUPERVISED \VASITATION HOUR 50.00 5000
{FReguired) 1870 INTERFRETER SERVICES ACTUAL COST 1.00 1.,}5
{Required) 10507  |REFORTS HOUR 40.00 £0.00
Select County(s) and enter a contact for each county where the service will be periommed*

Counties: DCS Stats Region Map(Click Hars) [aaa |

[Caunty |County Desc [Firs: Name: Phone Erniail

Carrall Wendz Wannabes (555) BEB-BERE wwiannabes@senicepyoider com
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By clicking on Save, you will be directed to the screen shown below. By clicking on Apply, the data will be saved
but the user will not be directed to the next screen. In this example, the user completed all requirements under the
Proposed Services tab for Home Based Family Centered Casework Services. Note the Yes comment under the
Completed Section.

If the user wants to apply for the other available Service Standards, they should select the Service Code link from
this screen. If the user only wants to apply for Home Based Family Centered Casework Services, the user should
move on to 41 Uploading Attachments.

Account Home Imvoices Payments Contracts = Referrals = Cases~ CPUCPS Portal =

Proposal Information Action [ | EI

Proposal Header
Proposal [D: 10003341 Eligible to Submit L
Request Title: Test2 Status: Open

| Bask Information | Propossd Szrvices | Emors | ARachment

Proposed Services

Senvice Descrption
HOME-BASED FAMILY CENTERED CASEWORK SERVICES
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41 UPLOADING ATTACHMENTS

Under the Attachment tab within the Proposal Information screen, users will find the Required or Optional
attachments needed for proposal submission.

In the screen below, you will see the list of Required and Optional attachments. Listed first are the Required
attachments per contract Type. In this example, the RFP is for Community Based Services. Below these
attachments are Required or Optional attachments specific to the Service Standard the user is proposing for.
These are identified under the Service column. In the example below the user only applied for Home Based
Family Centered Casework Services.

To add an attachment click on the Required or Optional link under the Attachment column. Descriptions of each
attachment type can be found in Appendix B. The attachments are specific to the RFP type and proposed Service
Standard.

Account Home Imioices Payments Confracts - Referrals= Cases- CPUCPS Portal -

Proposal Information Aatica: | v

Proposal Header
Proposal ID: 10003344 Eligitite to Submit &8
Request Title: Test2 Status: Open

| Bask: Information | Proposad Services |

Please select the applicable individual Attachment hyperlinks to upload documents.
T]Irpe

Agency Cuality Improvemsent

Funding Sources

Legal Status
Organizabonal Chart
Proposal Applcation

Provider Financiais

Provider Insurance

Provider Marrative

Secretary of Siate Entity Repot

Dther HOME-SASED FAMILY CENTERED CASEWORK SERVICES
Sarvice Marrative HOME-BASED FAMILY CENTERED CASEWORK SERVICES
| Add {e—— | Users will select this if they want
No atachment svallShie._. to upload additional provider

documents labeled Other.
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Click on Browse to select the document you wish to upload from your computer. Once the document has been
uploaded, type in the Description of the document. Then select Submit.

;‘*_ Attachment Upload -- Webpage Dialog P

Attachment Upload

Proposal: 10003334

Service: 10521 - HOME-BASED FAMILY CENTERED
CASEWORK SERVICES

Twpe: Service Namative v
Filename: \\state.in.us\file1\DCS\Ho Browse...
Description: | Prop 10003334 5510521 |

| Submit | Cancel

Note:

Documents supported are (txt.doc xls. pdf.docx xlsx). Split the file if
vou are uploading more than 4 MB.

Once the Submit button has been selected, an Attachment Upload dialog box will appear indicating that the
upload was completed successfully. Click on the Close button.

& Attachment Upload -- Webpage Dialog L&!

Attachment Upload

File uploaded successfullv! Please see the attachment tab.

-




4J DELETING ATTACHMENTS

As the user uploads attachments, the attachments move to a completed section at the bottom of the screen. To
delete an uploaded attachment, click on the X under the Delete column. To delete attachments from your
proposal, simply click on the “X” next to the attachment you wish to delete.

When an attachment has been selected for deletion and the “X” has been clicked upon, a message window will
appear asking you to verify that you want to delete the chosen attachment from the proposal. Click OK to
continue with the deletion or Cancel to cancel the deletion.

Confracts - Refemals~

Payments

CPUCPS Paortal =

Proposal Information

Proposal Header

Proposal |D; 10003341

Eligitilz to Submit &

Request Title: Testd Sitatus: Open
| Basi: Information | Propossd Services | EmoE | Amachment
Please select the applicable individual Attachment hyperlinks to upload documents.
Type Samvice Attachments
Proposal Applcaton Beguersd

Add

Type

Description

Provider Narrative

Prowider Narrative

Organizatonal Chan

Owganizational Chart

Legal Status

Legal Status

Frovider Financials

Prowider Financials

Funding Scurces

Funding Sources

Agency Quality
Improvemsnt

Agency Quality Improvemsant

Secretary of Siate Entity
Report

Secretary of SiEte

Provider Insurance

Prowider Insurance

HOME-BASED FAMILY
CENTERED CASEVWORK
SERVICES

Semvice Namative

Service Namative

HOME-BASED FAMILY
CENTERED CASEVWORK
SERVICES

28



5.0 PROPOSAL SUBMISSION
SA ELIGIBILITY TO SUBMIT

When users are ready to submit their proposal, it is important to look at the color of the Eligible to Submit button.
If this button is Red, the proposal is not ready to be submitted and the user should check the Errors tab. Users can
either click on the Eligible to Submit button or the Errors tab to view the errors.

Account Home i ] Paymenis Contracis - Referrals ~ C 5 CPUWCPS Portal -

Proposal Infarmation Action: =
FProposal Header
Proposal 1D: 100032320 I Eligible to Submit &
Reqguesi Title: RFP Phase 2 #2 Status: Open
|_Basic Information | Proposed Services | Errors | Attachment
Error_ID Proposal_ID Message Severity_Desc|
1o07Ts197 10003330 Basic Information is I'\fhsslng Required Fields. Please resolve error(s) Error
on the Basic Information tab.
SEEEL LT Mo Service is submitted on this proposal. Please go to the Proposed i
Services tab and select at least one Service

10775198 10003330 Please attach Provider Marrative on the Attachment tab Errar
10775200 10003330 Please attach Proposal Application on the Attachment tab. Error
10775201 100033320 Please attach Organizational CThart on the Attachment tab. Errar
10775202 10003320 Flease attach Legal Status on the Attachmenttab. Error
10775203 10003330 Please attach Provider Financials on the Attachment tab. Error
10775204 10003320 Flease attach Funding Sources on the Aftachment tab Error
10775205 10003330 Please attach Agency Quality Improvement on the Atachment tab- Error
10775206 10003330 Please attach Secretary of State Entity Report on the Aftachment tab. Error
10775207 10003330 Please attach Provider Insurance on the Attachment tab. Error
10775208 100033320 Flease attach Actual Costs Report on the Attachment tab. Error

Copyright ® 2012 — Department of Child Services HOME | CHAMGE PASSWORD | MESSACES | WVENMDOR PROFILE | SIGMN OUT

In the screen below, the error has been corrected and the Proposal is ready for submission. Note the Green Eligible
to Submit button.

Account Homs Imvoices Payments Coniracts = Referrals= Cases = CPUCPS Portal - Heldp

Proposal Information Antion: [Ennt Progesal Appiicatien v | IEI

Proposal Header

Proposal ID: 10003341 Ehgible to Submit &

Request Title: Test2

| Basis Imformation | Proposad Services | Erroe | Amschmeant

Xo

- ,.q@ Copynght & 2012 — Department of Child Services HOME | CHANGE PASSWORD | MESSAGES | VENDOR PROFILE | SIGNOUT
d =
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Users should select Submit from the Action dropdown list located on the Proposal Information Page and click
on the Go button.

Note: The Action dropdown list is available from any of the sections (tabs) located on the Proposal Information
Page.

Note: It is not possible to edit or delete a proposal once it has been successfully submitted.

Payments Contracts - Referals- Cases~ CPUCPS Poral » Help:

Proposal Information

Proposal Header
Proposal |1D:; 10003341 Eligible to Submit -
Request Title: Test2 Status: Open

. Basic Infomation | Proposad Services | EmoeE | Aachment

¢ RFP Information:
RFF iO: 10000216 Status: Open For Bidding
Title: Test?

Descaption: Community Based Services. formerly referred to as IV-B Services, are programs which promote the well-being of children and families and
are designed to strengthen and stabilize families (inciuding adoptive, foster and extended families). They are also designed to help families
at risk or in crisis including services to assist families in preventing disreption and the unnecessary removal of children from their home.
They help to maintain the safety of children in their cwn homes, support families preparing to reunify or adopt. and assist families in
obtaining cther services to meet multiple needs. Community Based Services are identified by the following categories: Adoption, Resource
Parent Services, Family Centered Services, Other Services, Addictions Services, and Probation Services. For more information about this
and other current contracting opportunities, please visit hitp:iwww.in.gov/des3131 him

Start Dt BA1/2018 End Date Giz0e

Proposal

Dhviis Tt BM1IZ01E

Legal Applicant’Agency Mame:* |'-..|'enda Wannabes |

Doing Business As: | |

Repistered with Secretary of State:* C'Na:ﬂegistered @F“Egistered

Federal EIN # or 55% [ 1 MedicsdD; |

MPhysical Address same a= Maiing Address

Maziling Address: Physical Address:

Address Line 1:* |125 Mzin Street Address Line 1: | 123 Main Sirest
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5B SUCCESSFUL PROPOSAL SUBMISSION

Once the proposal has been submitted, the Status of the proposal will show as Submitted. Select Close at the
bottom of the screen to exit this page.

Account Home Imvcices Fayments Contracts = Referrals~ EPVCPS Podal ~

Propasal Information Action: | w] IEI

Proposal Headear

Proposal 1D: 10003341
Request Title: Test? Status: Submitted

| Sasic Information | Aroposad Servl[:ae.': Eroes | Aachment

r RFP Information:
RFP IOx; 1000216 Status: Dipen For Bidding
Title: Testd

Desgription; Community Based Services, formerly referred to as IV-B Services, are programs which promote the weli-being of children and families and
are designed to strengthen and stabilize families (inciuding adoptive, foster and extended families). They are also designed to help families
at risk or in crisis including services to assist families in preventing disruption and the unnecessary removal of children from their home.
They help to maintain the safety of children in their own homes, suppert families preparing to reunify or 2dopt. and assist families in
obtzining other services to meet multiple needs. Community Based Services are identified by the following categories: Adoption. Resource
Parent Services, Family Centered Services, Other Services, Addictions Services, and Probation Services. For more information about this
and other current contracting cpportunities, please visit http:fhwww.in.gow/dcs/3131_him

Start Date: 81208 End Date: Gizoe

Proposal

Mt
Due Date: PR

Legal Applicanyfgancy Name™ |wenda Wannabes |

Doing Business As: | |

Repgistered with Secretany of State: Oinok Registered @R&glsb&r&d
Federal EIN # or 554 [ ] wedicsdo:

DPI‘ry'simiAddresa same a5 Mafng Address

Mziling Address: Physical Address:
Address Line 1:* [123 Main Strest Address Line 1: [123 Main Street
Kddmire Uana 2 | 1 Kdriee U ime 75 [ 1
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5C REVIEW PROPOSAL SUBMISSION

To review your submitted proposal(s), simply click on Close from the screen above to return to the RFP Inquiry
Page. In the example below the provider opened several proposals, but only submitted one.

Note: It is possible to review your proposal both before and after submission.

Account Home Imngices Payments Contracts - Referals- Cases~ CPUCPS Portal ~ Help

RFP Information RFP inguiry ¥ _ﬁ Create Frapazsl
RFP IO: 10000216 Status: Open For Bidding

Title: Testd

Description:

Community Based Services, formerly referred to as IV-B Services, are programs which promote the well-being of children and families and
are designed to strengthen and stabilize families {including adoptive, foster and extended families). They are also designed to help families
at risk or in crisis incleding services to assist families in preventing disreption and the unnecessary removal of children from their home.
They help to maintain the safety of children in their own homes, support families preparing to reunify or adopt, and assist families in
obtzaining other services to meet multiple needs. Community Based Services are identified by the following categories: Adoption, Resource
Parent Services, Family Centered Services, Other Services, Addictions Services, and Probation Services. For more information about this
and other current contracting opportunities, please visit httpfhwww.in.govides/3151_him

Start Date: BM1Z0E End Date: 8172018
Proposal Due Date: 512018

Existing Prepesals:

Proposal 1T Reguest D Legal Name DBA Status
10003328 10000218 Cpen
10003333 100002 18 Cpen
10003335 10008216 Cpen
10003335 10000218 Cpen
10003337 10000216 Cpen
10003340 10000216

Open
10003341 10003218 ‘fenda Wannabee Submitted

Serviee Reguested:

Code Description

10521 HOME-BASED FAMILY CENTERED CASEWORK SERVICES
10522 HOME-BASED FAMILY CENTERED THERAPY SERVICES
10525 HOMEMAKER/PARENT AID
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6.0 DELETING PROPOSALS

Note: It is not possible to edit or delete a proposal once it has been successfully submitted.

Should you decide you don’t want to submit a proposal for the selected RFP select the Delete option from the
Action dropdown list as demonstrated below. Next, click on the Go button and follow instructions on the following

screen.

Note: The Action dropdown list is available from any of the sections (tabs) located on the Proposal Information
Page.

Acoount Home Irvoices Payments Contracts = Referrals - CPUCPS Postal = Help

Proposal Information > IEI
Delgte

Submit
Srint Propasat Appilcation

Proposal Header
Proposal [D: 10003240 Eligible to Submit w
Request Title: Test2 Status: Open

| Basic Information | Proposed Sarvices | Emos | Afachment

 RFP Information:
RFP i 10000216 SHatus: Open For Bidding
Title: Test2

Descrgtion: Community Based Services, formerly referred to as IV-B Services, are programs which promote the well-bzing of children and families and
are designed to strengthen and stabilize families (including adoptive, foster and extended famiflies). They are also designad to help families
at risk or in crisis including services to assist families in preventing disruption and the unnecessary removal of children from their home.
They help to maintain the safety of children in their own homes, support families preparing to reunify or 2dopt. and assist families in
obtaining other services to meat multiple needs. Community Based Services are identified by the following categories: Adoption, Resource
Parent Services, Family Centered Services, Other Services, Addictions Services, and Probation Services. For more information about this
and other current contracting opportunities, please visit http:iiwww.in.govidcsf3131_htm

Start Date:  G/1/2018 End Date: 612018
Proposal o
Due Date: i
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7.0 APPENDICES

Appendix A: Helpful Tips

This guide is best viewed in the screen resolutions of 1024 x 768 or 800 x 600.

Those vendors using IE browsers which include the “Compatibility View” feature should have it
deselected when viewing KidTraks sites.

Some of the pages in this guide are legal size (8.5°x14”) rather than letter size (8.5x11) in order to
accommodate the graphics.

For new users requesting authorization, please check your spam folder for password emails.
Confirmation emails are sent out immediately upon registration submission.

Do Not use the browser Back button to return to previously viewed pages!

If you navigate away from the Proposal Information Page forms prior to clicking on the Save button, all
entries will be lost.

When users select Save and the screen refreshes, sometimes it scrolls down to the bottom of the screen. This
may appear that you are on a blank page; however, you just need to scroll up.

Service Code refers to the number assigned to a Service Standard.
Component Code refers to the number assigned to a Component (Business Unit).

Both Service Codes and Component Codes are used in the billing for services and will appear in
Attachment A if a contract is entered into.

A Service Narrative is required for each Service Standard proposed.

Please refer to your RFP and Appendix B to clarify which document attachments are required for
submission completion.

When uploading attachments, file formats are restricted to Word documents (.doc), Excel
documents (.xls), and Adobe Acrobat documents (.pdf).

If an applicant elects to delete an open proposal, the entire proposal will be deleted. Only open proposals

may be deleted or edited.
Only completed proposals will qualify for submission.

Proposals can be edited after they have been saved. They cannot be edited after they have been submitted.

The Department of Child Services (DCS) has legal limitations in answering questions regarding the RFP process.
All questions/inquiries regarding an RFP should have been submitted in writing by the deadline listed in the RFP. To
access a list of responses to submitted questions please refer to the DCS Web site. Only answers posted on the DCS
Web site, (http://www.in.gov/dcs/3153.htm), will be considered official and valid by the State. Inquiries are not to be
directed to any staff member of DCS. Such action may disqualify the respondent from further consideration for a
contract resulting from an RFP. However, for questions regarding technical issues with the online application, please
email childwelfareplan(@dcs.in.gov .
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APPENDIX B: ATTACHMENT DESCRIPTIONS
Provider Documentation

Providers should upload one copy of each of the following documents per RFP.

Attachment Name: Provider Narrative
Contract Type: Community Based and Youth Service Bureau

Document Description: This document will be listed as an attachment on the DCS Website located within the
specific RFP you are applying. Respondents should provide one Provider Narrative for each proposal
submitted.

Attachment Name: Organizational Chart
Contract Type: Community Based

Document Description: Please provide an organizational chart documenting your agency’s leadership
structure. The chart should include the position and the name of the individual holding that position.

Attachment Name: Legal Status
Contract Type: Community Based

Document Description: Please provide supporting documentation of your agency’s legal status, including a
Certificate of Existence from the Secretary of State.

Attachment Name: Provider Financials
Contract Type: Community Based
Document Description: Please provide the last 2 years Profit & Loss Statements.

Attachment Name: Funding Sources
Contract Type: Community Based
Document Description: Please provide supporting documentation of other funding sources.

Attachment Name: Agency Quality Improvement
Contract Type: Community Based

Document Description: Please provide your agency’s practice for assessing quality of services and
monitoring improvement.

Attachment Name: Secretary of State Entity Report
Contract Type: Community Based

Document Description: Within the Secretary of State website (https://bsd.sos.in.gov/publicbusinesssearch)
the provider must find their entity report. This report is the requested attachment. The status of the report
should be Active and the Business Entity Report due date should be in the future.

Attachment Name: Provider Insurance
Contract Type: Community Based
Document Description: Please provide supporting documentation of agency’s current insurance.
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Attachment Name: Budget

Contract Type: Child Advocacy Center, Community Partners, Youth Service Bureau, Community Based
(Specialized Services only)

Document Description: This document will be listed as an attachment on the DCS Website located within the
specific RFP you are applying. Respondents should submit a completed budget in compliance with the
outlined format per RFP.

Attachment Name: Actual Costs Report

Contract Type: Healthy Families

Document Description: This document will be listed as an attachment on the DCS Website located within the
specific RFP you are applying. Respondents should submit a completed report in compliance with the outlined
format.

Attachment Name: IDOA Documents
Contract Type: All
Document Description: This attachment category will be used for IDOA required attachments 2-4.

Attachment Name: Other

Contract Type: Community Based

Document Description: This section is for any additional documents you want to upload as supporting
documentation for your proposal.
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Service Standard Documentation

Providers should upload one copy of each of the following documents specific to the service standard they are
applying for within the RFP.

Attachment Name: Service Narrative

Contract Type: All

Service Standard: All

Document Description: This document will be listed as Attachment D on the DCS Website located within the
specific RFP you are applying. Respondents should provide one Service Narrative for each Service Standard
they are applying for. (NOTE: If respondents are proposing for Community Partners for Child Safety,
respondents must include a service narrative for each region being proposed. The region number should be
included in the service narrative).

Attachment Name: Licensed Child Placing Agency Documentation

Contract Type: Community Based

Service Standard: Family Prep

Document Description: Respondents must provide supporting documentation of licensure.

Attachment Name: Comprehensive Service Certification

Contract Type: Community Based

Service Standard: Comprehensive Home Based Services

Document Description: Respondents much provide certification for the Comprehensive Home Based Service
they are proposing.

Attachment Name: Child Parent Psychotherapy (CPP) Certification

Contract Type: Community Based

Service Standard: Counseling

Document Description: Respondents must provide CPP certification documentation.

Attachment Name: Functional Family Therapy (FFT) Certification

Contract Type: Community Based

Service Standard: Functional Family Therapy (FFT)

Document Description: Respondents must provide FFT certification documentation.

Attachment Name: DMHA Certification

Contract Type: Community Based

Service Standard: Detoxification, Residential Substance Use, Substance Use Disorder Assessment, Substance
Use Outpatient Treatment

Document Description: Respondents must provide DMHA certification documentation.

Attachment Name: DMHA ASAM Scoring Designation Level

Contract Type: Community Based

Service Standard: Residential Substance Use Treatment

Document Description: Respondents must provide their ASAM level, as shown in the letter and certificate
designated by DMHA. If respondents are in the designation process, please upload any communication you

have had with DMHA regarding this process. More information about ASAM designation levels is provided
through this link: https://www.in.gov/fssa/dmha/3073.htm
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Attachment Name: Indiana Coalition Against Domestic Violence Certification

Contract Type: Community Based

Service Standard: Domestic Violence Batterers Intervention Services

Document Description: Respondents must provide Indiana Coalition Against Domestic Violence certification
documentation.

Attachment Name: Family Centered Treatment (FCT) Certification

Contract Type: Community Based

Service Standard: Family Centered Treatment (FCT)

Document Description: Respondents must provide FCT certification documentation.

Attachment Name: CSAYC Certification (Optional)

Contract Type: Community Based

Service Standard: Sexually Harmful/Reactive Youth

Document Description: If applicable, respondents should provide CSAYC certification documentation.

Attachment Name: Specialized Services Supporting Documentation

Contract Type: Community Based

Service Standard: Specialized Services

Document Description: Respondents must provide documentation (including licensure, certification, etc.) to
support the specialized service they are proposing.

Attachment Name: Specialized Populations Training, Certification, or Credentials (Optional)

Contract Type: Community Based

Service Standard: Any Community Based Services

Document Description: If applicable, respondents should provide any training completion or in-progress
documentation, certification, or credentials for working with specialized populations.

Attachment Name: Evidence Based/Promising Practice Documentation or Curriculum (Optional)

Contract Type: Community Based

Service Standard: Father Engagement, Parent Education, Detoxification/Withdrawal Management, Substance
Use Disorder Assessment, Substance Use Outpatient Treatment

Document Description: If applicable, respondents should provide any evidence based/promising practice
documentation (in-progress or completion) or curriculum.

38



